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ABSTRACT !
One of 12 in the sécretarlal/clerlcal area, this

booklet for the vocational instructor. contains a job descrlptlon ‘for

the office services aid, a task list of areas of competency, an p
occupational tasks caompetency record (suggested as replacement, for -
the traditional report card), a list of industry represéntatives and
educators ipvolved in developing the project, amd statemeénts of
competenc1es and a separate competency ‘record for the area of human
relations 'and-personal development. Job duties listed for the office
services aide include handling mail and supplies, messenger'and

delivery services, operating equipment, and miscellaneous errands as
assigned. Areas of competency in‘ human relations and perseonal :
development are included (communication, self-development, personal
appearance, office attitude, social and business etiquette, and
- job-seeking skills). Statements of competencies may be graded at o

either the secondary or postsecondary level, and the compe tency

records are intended to follow the student through vocational

training at both levels. Tasks in the task list are cross referenqed :

* with those 1n the booklets for other secretarial/clerical jobs. ‘
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CROSS REFERENCE SYSTEM

Task Lists in the secretarial/clerical area inelude: office services aid, fypist, general
office/typlst, receptionist, seovetary/non-shorthand, secretary/shorthand, educational office
personnel, nedicel secretary, legal seéretary, adninistrative assistant, correspondence specialist,
correspondence supervisor, and data entry ﬁperator. ALl Task Eists contein an add-on 1ist of

human relations/personal development, qualities desirable for gradustes seeking secretarial/clerical
- positions, ‘ . | . , - '

The task ;Lis’éa for office services’aid,,‘typiat, general o'g«fice/‘typistf, rbceptioniét, :secretafy/non-‘
shorthand, and secretary fshorthand ‘are referred to as "GENERAL" gecretarial/clerical ists and all
additional lists are referred to as "SPECIALIZED" Msts, L R

R ‘ : " J o S
The * and the numbersng sysgem is the k}ey to crogs-referencing for’ thevspecialized'liata. The
specialized 1ists are compared to the lists for' typlst, genere office/typist, receptionist, sec-

retary/non-shorthand, and secretary/shorthand, Waen there 1s something on the specialized st

thet 18 not on the general lists a ¥ appears, The position.of the * indicates the level of .=

chenge pade in the AREA OF COMPRTENCY, T{txefs)tatement' of Competency, or:the Tagk, For examgle,‘if
the ¥ appears before the AREA OF COMPETENCY the entire AREA OF COMPETENCY 1is new, If the |
. appears before & Statement of Competency or Task'then only that Statement or Task is new, If the
¥ appears before & word then only that word ig new or different, It may be necessary to refer to ,
nore than ore general task ‘ist when comparing statements of competency, .. g

{

The Task List for Data Entry Operator is not referenced to the general 1ists because the tasks

are unique in that area and need specialized training, The Task Lists for Correspondence Specialist -

~ and Correspandence Supervisor are not referenced to the general lists because tasks in these aress
e applied to & word progessing/correspondence center and the procedure for completing the tasks
is different from the tasks in the general lists, The Tagk List for Corregpendence Supervisor

s crogglreferenced 45-an add-on to the Correspondence Specialist Task List, : ‘

, ' , ow )
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INDUSTRY, RECOMMENDATIONS

OFPICE SERVICES A | e (
'\ B 3
Tndustry reptesentatives heve made several suggestions to students who will seek epployﬁnnt
upon completion of this occupational progran, These suggestions are general in fature ad -
"deseribe the kind of individua) whom they wish to hire. A competent worker is one.vho |
' satiafactorially perforns the tasks Listed in this docunent and one who is nature and respon-
sible, It 18 important that an employee have a positive attitude tovard work and that he/l#;

continues to learn on the job,

~
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- .. JOB DESCRIPTION

Office Services Aide (Special Skills Person)

The office sendf&éa alde parforhs 8 wide variety -of duties which may include
handling mail, messenger/courier duties, supplies, equipment responsibdilities

and miscellaneous errands as assigned by a supervisor,

'he office services aide,mUst'have’thg)ability to follow directions, 1ntefact

rith other employees, follow company policies'and procedures, maintain good .
fork habits, .and exhibit dependability. SRR

e : - .

iraduates of this occupational program may find employment in any size or
.ype of office. ’ —
) \




Aruitoxt provided by Eic:
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level for each task that will be-scceptable,

TASK LIST

¢
1

4
' | ' . 7
following Task List gives you, the vocational instructor recommendations about

what your students should be able to do when they take a {ob s an OFFICE SERVICES AID,
It vas developed by a vorking comnittee of secrétarial/clerical {nstructors and

‘Industry representatives throughout the state of Minnesota,

The Task List on the folloving pages includes the Taskslan.d the AREAS OF COMPETENCY S (\

-recommended for a graduate of the general secretarial/clerical occupational program,

o ( .
As you utilize thid task 1ist, you vill need to continue working with yopr local
advisory. comnittee and with other instructors in}your geographic area, Judgments

"must be made, by you, concerning the agount of tine to spend in teaching various

taske, the conditions surrounding-the. performance of egch task and the perfornance

\
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AREA OF COMPETENCY, SUPPlIES

A, Hmdlel lupplm and {s mponlible for placing them in the prOper wres

1. unpackl supplies . | : ) L
.2 Heldvers supplies

30 places supplies ontlnventory shelves - ) |
Ty
MEA OF COMETNCY WAL~~~ g -
A. Handlel 1ncom1ng madl for diutribution : -  /

1 receiven or plcks up mail at company designation - L - :
R, sorts mail by department and/or individual = | '
3. delivers mail'to offile or persons as scheduled

B, Prepares o\;tgoing mail for mailing

1. velghs mail and stamps using | -

(8) postege meter . - | :
(%) manually. . & | o
sorts and bujdles od! tov&and in town nail *
‘mails outgoing lettd, packakes, etc., as insgcted , .
delivers boxes, packages and mail both between Sifices and within the same office
delivers and picks up copies to be reproduced '
+ prepares materials for mass mailing

T
L

O B P .
a

* This task 1ist ia not referenced to the feneral Lists
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Y AREA OF COMPETENCY: MESSENGER/COURIER UTES .

K Delivers to or receives meteriale a8 l'equeoted by supervioor

Ao l. makes deliveries by driving a car or truck (must hdve & vali( hivemsmoenee)' !

2, makes deliveries by bicycle .’ v '

y 3, uakes deliveries on foot -

vhoo L, uses & city mep to find location of delivess
B 5, uses resources (e.g. city directory) to determine address of delivery ot collection pointo |

6, - deldvers on & schedulel basis . . &

'7. 'operates heavy package delivery equipment (such a8 dollies)

RS

AREA OF COMPETENCY AUDIO VISUAL SERVICES .

A, Handles audio-viaual equipment for the company . ‘, .

1, d eIivers equipment to person or office requeoting it for uoe\ o '

2, sets up equipdent after delivering it SR

" 3, operates equipment - | S \
o _4. returns equipdont to storage . Y

 AGA OFCOMETBNCY ABHOGUAMC SMCES L
A, Createo needed copies | | | L
13 - 1, operates duplicating equipnent o )
- (a) offset ‘ |
(b) photocopier

o

Aruitoxt provided by Eic:
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2, colletee nateriale | f‘ , L li;. _ |
{(d) wanually = if ' . ) O
(b) by machine ' o

l’ ‘ ;, ’ . * C . , ‘ \ﬁ | . .

* binds mterialn i L ’ B

, (s) hanually \ - PR .
(b) by mnehine//. |

4. folds pages ,///
(a) manually -. A . |

' .(b) by machine - g f.i_‘ p B '}
e prepares rputine duplieation of micrographice as aeiﬁgned by zhe aupervigof

f .o v I '
I“ . ‘

AREA OF comsm;ror .,supeawsso WORK EXPERIENCE OFACE’ smuumon
/+ STUDENT ORGANIZATIONS (OPTIONAL} --

| /
.I. A, - Pnrticipatee in auperviaed work experience training (co—op, internship) I

. ) / \ B
I. B, Pertipipetee in a simuleted office program .
. P -t
l.'C. Eprticipetee in co-eurricular atudent organizntione
{ / ;
/f '
/"'f y




‘ {"CCMMNHENQN'REOORD e :

Y [ // b -
The COMPETENCY RECORD t t appears in this section is
suggested as a neptacemént .for the t:aditional report
card. It can bzxused to give employers, tegchers,
 coungelors, studenta n patents 1nformation nbout

‘'what each student c7 “ahd .cannot do.
The coﬁPErENCY'REc D should follow the; student through - -
his or her vocatighial training in the secondary ardfor _°
the post—secondar’ school: The recommended grading 'scale
- is shown on the COMPETENCY RECORD. The COMPETENCY RECORD °
on the following pages includes ALL the AREAS OF GDHPETENCY '
- recommended for a graduate of ,the OEfice Sérvices Aid ‘ '
- Occupational Program. , | o

. *

16
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lis competency record tells vhat the student, who' is named above, ha .
, s demonstrated that he or she can
. A graduate 1is one who has demonstrated . competent performance of ‘all the tasks designated for this "
cupational program. This competency.record is to be used as an ﬁﬁpanﬁion of .and/or: supplement te the
aditional.report«card. Student performance can he rated at the secondary and/or post secondary level.
: /, . H : :
/ AR ’ .

\TING SCALE

- Performs ta k(s) with ability that Consistently ' 1 - Is unable t' perform task(s)
exceed(s) ogram minimum standards set for job

entry level; very competént. - . T - Demonstrate ability to perform task(s) at or;

abowe' job e try ledel,ay taking a challenge

3

- Performs ask(s) at job entry level;- competent.

- Performs task(s)uwith.geriodic assistance. y E 1 prodirtion words per minute.(PWEH)

- Perform task(s) with constant assistance.

N . o ' , - T BRI
HOOL(S) KLTENDED: , ' : L DATES ATTENDED INSTRUCTOR'S NAME(S)

]

&.
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SECOMARY | "ROST SECONDARY.

. 4 /1 > RTINg ¥R, | TN, |
A ' .
OF COMPVIRNCY: - SIPPLIES L
4 ! 't' r »ﬂ

h Handlea supplies and i r&@ible for placing them in the
| puer area » ; .

Hcomnen:ts v

OF COMPETENCY: MAIL S
‘ [ | By -’ ' ’ ‘ -
A, Handles incondng mail for distribution

B, Prepares outgoing mail for mailing j |
Comments: T N

’
o

\

AREA OF COMPRIENCY: MESSRNGER/COURTER GUTTES

p A,‘l Delivets to or receives naterdals us ,rej@ehted_bx supervisor’

 |Comente: S 5

. o n'.?; ;o |
. L T | T _. o ‘
AREA 0F COHPETENCY : AUDIO-VISUAL SERVICES L o ~

A, Imndles audio-viaual equipment for the company
;-,,,@

Coments: - -




e o commmme: wePocugnc signass”

POST SECONDARY
RATING | YR,

. e Creates needed copies

|consents: °

qAEEA OF COMPETENCY: SUPERVISED WORK. EXPERIENCE, OFFICE - .
| SIWLATION STUDENT ORGANIZATIONS (OPTIONAL) )

I.A. Participa oupervioed work experience training

fl p)

| Type of b' 088, institution, or’ agency.

'Lengthoftiw . -~ M \'Sg

—

w . q. . f.

| 1 E. Participates. in ] aimulated office program B

I.enthoi ro am-

Nono of organization. "'

L C.{Particip‘tu in co-curricular student 9rganizations :

2 & ents of conpetencies can be graded at either the secondary o post-secondary level,

[Kc

Aruitoxt provided by Eic:
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' ‘4 INDUSTRY REPRESENTATIVES
} v / ) \\ T | | ‘
Lo TﬁEFOLIDWING IYUSTRY FEBRESEVTATIVES VERG IVOLVED -
. INTE DEVEmPMENT OF THE TASK LIST FOR THIS occupmom PROGRAM )

Mys. Arlene O'Malley , M5, Mary Ruprecht - /Ms Barbara Mark ,
M Company “, 140 West Myrtle Street = Olsten's Temporary Service_
20-J4C o Duluth Mos%6 .. 173 Metro Square Building
M Center I ) . © Bty Paul, MU 5001w

St Paul, M 55101

Mg, Martlyn Crieg b Vs, Cuerd Hooking e Viekd S, ores

. 1945 Oakdale - © 3600-16th Aveme South | Americm Hotst and Derick
fpartment U7 © T 2 " Minneepolis, ¥V 55407 - * - Corporation Division \
Vest StPuul, W 518 . | £3 South Robert

St Paul, MF 55107

o, Nell Ingles - - ' 'Ms Kathleen Awbert - - Mg, Mary Challenger v

'Unvec Plant 8 . Mo Jgukras ' - First Ntional Buok of -
1333 Pilgt KNOB co S, Paul Companies - Himnéapolis |
Eagan, MI 55120 J 35 Veshington . 120 South 6th Strest
C St, .Paul, MN. 5502 © - Minnespolds, MY 5502
Mg, K, B, Hobinger Mo, hon Thomas - ¥s. Prylds Verd -
S.B, Foot - Kefining Bench Street, - Porthwestern Bell Telephone 0ftice Manager
Red Wing, MY 55066 | 08 St. Peter - Willmar AVII
| , uite 100 | Box 1097 :
| oy o St. Paul, M¥ 55202 - Willoar, WY 56201
)‘
/
{ \

Aruitoxt provided by Eic:
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Curriculum WMaQW Project . . ° S

Dr, Laura J, Burger, Mrectors . Tois Johnson ' Ny stapleton S
* = Mg, Deena B, Allan, Currlculm | Dakota County AV.T.I.° /\—-ﬂth Avenpe and dth Street
Speclalist’ ‘ "_P.0, Draver X o Denfleld Bigh School A'
usumid. cﬁmiculul Lrticulati?n - Rosemouft, WY 35068 - Duluth, WK 55&07, N o
. Proje | L e R
3654 Wadte Bear Avenue | n&r‘ulm D CSwCalen
. White Bear Lake, M¥ 55110 . TechBlgh .« . Runestone coopmuvc (‘.ontlr m
° ," 12¢h Avenue 2nd 7th Street So. ‘, 511 Havtbornd Street g
s, Comnde Xohls, Cur }1cu1m st. Cloud) . 56301 Alqnndrh. m s
. Speclalist o K o | ' | L
- Sutwid Curicdm Articulation "~ Willa, Canpboll e Mm SO
Project ‘ ‘8t Clowd AV.LLL - | Sialey Blgh8chool ' - .
| Sranerd AV.1.I. ' 1601 Ninth Avenve 2020 Bast 80th Strest .
4 20 Quinoe Street C st Clod, M 56301 " Tover Grom Belghts, gBoYs.
© badnerd, N SOl A o N :
o R ~ Doris Duray S mnk‘JQ:don. )
Murdel Copp - Red Wing Sy. High | Rchfield 8r. Blgh =~ . -
Red Wing AV.DLI, 525 Bast Avenue 8100 Harriet South T
. Rod Wing, WY 55066 - Red Wing, MY _)5066 ' | J}ichfhld, ' L
. g It o o ' IM .
. ) .
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" Cheryl Boche o
- §o. Washington Co, Scheols
- Park Righ . X

B040 B0th Street South -
Cottage Grove, MN 55016

Pva Sova L
St. Cloud AV\T.I

st. Cld8d, MY 56301

]

L hd

=DEVELOPERS continued-

‘ Sylvia Lee

Hennepin Technical Center

North Campus
. 9000 North 77th Avenve
Brooklyn Center, MN 55445

[

Richard 0lscn
Granite Falls A,V.T.I,

Granite g_llls’, W SW :

¢

Dorothy Hamsen
Hennepin Technical Center
' 9200 Flying Cloud Drive
South Campus \

Bden Prairie, M 5543

Y
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' HUMN RELATIONS AND PERSONAL .DEVE‘l._OPMENT\
%

Secretarial/clerical personnel work-with people. For this

reason additional competencies in the area of Human Relations

and Personal Development are needed by the student who wighes

to 'become employed. People work together when they ‘have an

understanding of themselves and their co-workers and when they

willingly make appropriate adjustments in their own behav-
ior. ) A .

L\

The STATEMENTS OF COMPETENCY shown in the following section of
this task 1list represent the minimal Human Relationship and
.Personal Development gkills needed by graduates of secretarial/
clerical programs. It-should.be recQgnized. that students wiil
continue to learn abod& themselves agg others through daily ex-
periences they have in their careers.

- o : v

P
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S AN NELATIONS Ay persONAL DEVELOPMENT -
e e j O o L . A S : ‘A . S "‘.-'.‘.-..‘ St

", AREA OF COMPETENCY:  CONMMUNICATIONS | | i

A D\mnstrﬁtes acceptance of people 10 & fry g1y bUSinesg-ike nanner ' ; j
| L 5 v T
1. fnteracts verbally vith people AN Conyiesti™® & message - . ey
: t | v oy | v
a, enunclates clearly S 2o ]
b uses correct gramar and 8PPropy s cholte of words - ; B Lo
¢, shows/demonstrates tact - . . o
‘ k d. responds courteously ' ‘ . | o /fj}
| & uses a pleasant speaking tone, ». ., god olume L : «,J/
| “ o . L
2, asks, revenbers and uses persons’ Daggg {0 COMMURicating with people . | Bt

3, interacts nor-verbally with people gy omusicating s message

.. a recoguizes the meaning of faciy) ,oression
. b, recognizes the meaning of body 1., yage . . .
¢, reconizes the meaning of €& erger | | ‘ —
d. recognizes the meaning of hiddey ges8o8es T )

B "Lﬁtena‘t'o and responds to' the messages Teceived fron co-ﬁorkers, au!:ervisors and visitors
1. takes notes vhen réceiving fnstructy, o | o ‘ | ;
2. periodically looks at the persod why is gpeﬂmx to obtain visual cues § B \
3, aske for clarification when the Besgy . 4g 00t Wderstood ' J :
4. concentrates on one thing at 8 tine o "yyrections gre given
. Gives directions and responds. to other begple
. . makes uph of an understanding Of by, pebsvior .
. ! 2 displays an ability to be asseTtive mhout-being ‘offensive
/ | 3, deals effectIvely with angry of defen'm co-vorkers/customers
4, . recognizes the un}qulnm of and difgorences dn {ndividuall

LA OF COPETENCY: SIPNEOMEM 0 . S

A ,D'nonlt'uten disposition for ;gﬂfinm persont] Srovth and understunding 3) wf 31

i
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' ll
2,
3
P
N
6.

' . 7.
8.’

¥yt

B Diaplays peraonal developmeot for aocial living

G, Showa emotional., mturity

1L
2,

g N

4.

S
v ' '60
Y ’.’70

8

- %

. ‘idontifieo petsonal biaoes, prejudices, and sterootypea

| , m" . . w .
, kR ' |
H

thinks positivcly sbout himli/homli and hio/hr future
does not show off.to bolater his/her salf~confidence |
'waits for vhat he/shevants = -, oA

idnits his/her ohortconintl v

recogaizes and builds on his/her otrenstha without beconing vain

seeks out nev vays to develop his/her talents , |

has a realistice self-inage based upon the way that others st hil/hor -
has a positive attitude about self and othero IR T

handles peroonal finances L - “,"

* chooses life style and housing options ,
" 8, displays an abilfty to live and work with othera hamoniouoly

chooses safe and reliable transportation

to}erates frustrations .
thinks for himself/herself
1s caln and exerts extra effort to keep on an even level :
tackley ipleasent tasks vithout self-pity . L,
taketiz}xsibility for his/her own actions o ' « .
understands his/her role in group dynamics ‘ S

9

‘. takes orders without becoming obstinate | | ‘*&""‘ |
'{s motivated by a long-range plan, not by whins or desires of each pming mk
' doeo not nurse grudges or try %o get even |

D, Haintaina professional maturity -

1

)

[
N l
[ L]

/..‘ 2. ohows good nutrition S ,:;‘

2“ cleoriy defined career soals

/

5 sees job satiafaction as part of good mental heslth

y " “ ¢, sets realistic goals baged on his/her. abilities .

A_R_EA 01' UOMPETHQZ' PERSONAL APPEARANCE

i A Mhintains good physical fitoesa behovior pattorns |

. v

gets'aufiioignt sleep ‘

8 ﬂriewa his/her job professionally, rather than as only & means of obtaioing 8 pay cluck

‘nakes up his/her nind decisively e

49



ai. ¢ets proper exercise ‘ KL ' i} ) .
4, has annual dental and medicel chsck-ups - X

5 has good posture ; | Q o .
"B, Shows food. visusl poise | | WJ-)

Y demonstrates an appropriate method of standing, Wslking, ‘aitting, besdinn sld pitisi iy

. * ]
C. ‘Selects and vears proper office attire . I

\ L is  groomed sttrsctivelhand tastsfun{ , / o
wears clean, wrinkle free garments ' !

| b.' vears flattering colors and garment styles forh [her figure )

¢ chooses accessories that are approptiata for vo )

r .
(1) fads . o
~(2) fashionp: . ' 4 R
d. coordinates colors of garhents and acessorieg worn together - )

"\

e. plans a vardrobe' for a limited budget
" f. vears shoes that are quiet, polished, fabtened
g. shops for clothing that is well constructed g0 t

d in good repsir _
tir-will lat

D, Has good personal hyglene habits "\a’

1. bathes his/her body regularly - - 7 .
2, uses antiperspirant ' (».

"3, has clean hair, skin, téeth -nails, and bresthf S :

: 4  wears clean clothes that have been laundered properl: A
5, removes hair. properly and regularly from selected aregs of,the body
6. sppliss cosmetics in a skillful way to enhancefftstu:% '

1 subtly applies body fragrances g

HRBA OF COMPETENCT: OFICEATINDE ' ..¢~ h b
A, Relates to male and femele co-worksrs of s11 sges, shille, be;grounds,.snd positions
L contributes to a teem effort ) L ; S |
B ] -

8 requests and/or gives assistance to othet psoplé ,‘, . -
‘-rofits' from it

b l handles constructive/non~constructive criticisll
¢, declines invitations gracefully .8 !

d. responds cheerfully and gives praise whep spproy‘,ists
e, 1 supportive and encoureging to co-ﬂor?e

“ L]
Ch 95
‘ . ‘ ‘
. N “-'

,‘EKC. o - .

Full Tt Provided by ERIC.
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B

2, asouses individual fob responsibility

3, deals offactively with friction and tmiqh vithin the office

b

C

4

(}
fl

8
h,

‘1.

Supports conpngy,nnd employer by exhibiting professionalism

co-workers vho don't assuse full share of worklo
woodiness-of-co-workers/auparvisons - — -
favorition asong staff |
personal problems which interfare with work 1
(offensive language or behavior of co-vorkers, supervisor or custdmqrs

ad |

.
oo

luproper hygiene of co-workers which is offensive to others - |

angry customers
chronic complainers

short~tempered co-workeri. supervisor or self

shovs loyalty fo compeny
follovs the company's policies

antipipates needs of supsrvisor
dm&mm cost congrol .

a
b

conserve supplies

use time efficiently | o
¢ develop and mp:ove personal work methods and procedures

displays oo hoﬁaeku'ping‘ habits

8, cleans and naintains vork ares

b, cleans and organizes employer's work ares as instructed

Maintains confidentiality of company/tnstitutional infornation

¢, makes coffee and keeps coffee ares neat and clean

shova professiona] c‘oﬁimnt to his/ber employer

& shows flexibility and villingness to try new spproaches
b, "1s versatile and willing to adopt his/her behavior to'ev sdtuitions
¢, illingly works overtine to néet scheduled deadlines

d, asserts his/her feeling, needs, and competence in cmmﬁating vith his/her uplbyer 37

about salary, benafit'a,,

and company policy

36 . Shovs that he/she is depe'ndable"in the office situation

" ERIC |

Aruitoxt provided by Eric
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D.

L
2
\" 30

\

. \\‘,"
5.
6,
I8

has work hlbitn that {nsurq vork belag ‘ccuplhhod on tiu and corrsctly
arrives at wotk on tine and mainteing scheduled worktg houts

‘plans and schedules vork assiguaents and Jpriorities

takes reascnable coffes breaks and lunch'breaks B

has o good attendance record with sjck leave and personal days taken m necessary
pays attention to detail so that high quality work is maintained consistently
follm through to conplation work th@t has bun ltarted

Shows initiative in gaining professional advancenents

l.

2.

seeks job/ulf cnhanm‘nnt expariencu

8. updates his/her killa and knowledge through formal education, in-house treining, and
informal communication .
b, participatea In grofmional organizationa

selects or rejecta Job :promotionl based on opportunity, personsl goals, snd circunstances

8. exanines alternatives and engages in carear plpniu

(1) 1 term | ! | -
(2) n:::'t tern - ’

[}

' 1
IR OF COPRTRNCY: SOCLAL AND BUSINESS ETIQUETTE /

A

Full Tt Provided by ERIC.

3[ Kc

fhphya proher social etiquette ' * |

L

” 1.'.

2

Y

biaphya pgopex" business etiquette

etiquette 'flor social functions (¢:8: introductions, table uﬁnorn.' comson courtesy)

converbu Vith co-vorkers and guests 4n a soclally acceptablo umer, mhm the tine

“constrainit of the office situation

8 office business (non-confidentdal)
b, perscnal business-
¢ social events

4. topicl of gemeral interest -

uses thn infornal commnications network (gnpwine) vithin the of!icc 1n ] mitm wy

‘rofmnn fron cdntibuting to office gossip

e , : ‘ ' .
Ty ! - [
e | - C . opmMy .

plk : . . E

s . . ) ) s
o ’ N . o . ! ey
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4. addresses superior properly (e.8.Mr., Dr., Ms., etc.)

b . & formal ,
;B non-formal

AREA OF COMPETENCY: JOB SEEKING #KILLS S

A. Identifies job opportunities for which he/she is qualified
* ' .
1. -+ checks lchool bull.tin board
2, reads newspaper ads
3 contacts employmant agencies

8. - gtate
by  private

4. uses personal contacts
B. Prepares for job interview

1. writes a types a resume
2. composes and types a letter of applicntion
3. contacts a prospective employer

4., arrives on time '
5. conveys an optimiltic outlook and willingness to lcnrn

\ C. Participates in a job 1nt.rv1aw

1. dresses and grooms himself/herself appropriately
2. obtains job.in!orlltion from perspective employer

a. job requirements

b.  benefits

C.  environment

d.  galary

e. opportunity for ldvanceuent

f.  company's purpose and function

4 O D. Follows -up on the job 1ntervuw

1. " sends an acknovledgneut letter o,
2. makes a phone call




COPETENCY RO

AN RELATIONS AND PERSONAL DEVELOPWEMT- -+ F -

| _'occupATmNAL, PROGRAH:  OFFICE SERVICES AD . Name 06 Qhudont. )

This competency record tells what the student, who is named above, has demonstrgied‘that‘he or ‘she can
, do. A graduate is one who has demonstrated competent performance of all the tasks designated for this

© occupational program, This competency record is to be used as an. expansion of and/or supplement to the

t;aditional report card, - Student performance can-be rated at the secondary and/or post secondary level,

'
I

TATING SCALE:

| ¢ : |
5 = Perforns taék(s) with ability that consistently, 1 - Ls unable to perforn task(s), - ";*i
exceed(s) program minimum standards set'ﬁ&r‘job o R
entry level; very competent.  ‘-'T4mmmwmmwwmmmm9uu

.abovekjob entry level by taking a challenge

- Perforns task(s) at job ehtry level; competent. - Lotest, ¢
‘ . : B A §

3 - Perforns task(s) with periodic assistance. PH?M - ‘Ketual producton words per minute {PWPY)
o . ‘ o pbtained by student, SR
-2 - Perforns task(s) with constant assistance. - S

¢ :‘u ! | o “ ‘y,» ! “,' -
SCHOOL(S) ATTENDED: ' © 0 DATES ATEMDD  INSTRUCTOR'S NAYE(S)
1 ! ' Lo R . : | | :}v | -  ‘ }‘!‘ |
- g - - . | ’ Iw . . f
\“ - é’/ kv‘{{’ r
%
. é? | k oy
o "ﬂ )
W

gt




)

——————

NN ] speowpapy POST SECONDARY

AREA OF COMPETENCY: conndnxcnnxdns *

A Demonstrates acceptance of people. in 2 friendly-businese-like | I | al o
1 manner

B.- Listens to and responds to the messages\received from co=
vorkers, supervisors and visitors

C.' Gives directions and_resPonds to'other people

Comments: - o . o .

{AREA OF COMPETENCY: SELF-DEVELOPMENT

A. Demonstrates a disposition for continued personal growth and
understanding of self | N B | ' -

-

B. Displays personal development for social living

. Shows emotional maturity

D. Maintains professional maturity N |
Y

[Comgnts: ' . - | . - f

12

“|AREA OF COMPETENCY: PERSONAL APPEARANCE

A, Maintains;good physical fitness behavior patterns

B tShows good visual poise

Q&MuMwmwmdemm : 3 e | : I 44
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MINIMUM,

SECONDARY.
PROGRAY | -

BOST SECONARY |

\ sTaMARD Jrarong v

% *

Comments: .

A
0 oy ) D '
AREA OF COMPETENCY: OFFICE ATIITNE = N
. - | | i .

[ Relates to male and female co-woskers of all ages, skills, : ’ o ]

»+ backgrounds, and positious

3, - Supports company and enployer by eﬁhibiting professionalisn |}

C.- Shows that he[ghe is depéndable in the office,siiuation s .

|D.  Shows initiativé iﬁ gqlhing proféssional advancements
R

Comments:
3
L

AREA OF CONPETENCE:  SOCTAL AND BUSINESS ENIQUETTE o

1A 'Disﬁlajs proper social etiquette

r

B, Displays proper business etiquette ,' e B A P
. , ‘ O R A A : ‘

| Conments:

(REA OF COIPETENCY: JOB SEEKING SKILLS | | 11

A, Identifies job qpportunifies for which helshe_is qualified

13, -frepares'for Job interview

it

S L B CRMEAB .
P . - | N ﬂé!(i“




* BOST SECONDARY

SECONDARY
R, |INSTR,

PROGRAM | R
RATING | YR, [ INSTR,

STANDARD | RATING | Y

/
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/

. Follows-ip on the job interview . B : R |
| Cuments: . T o . :
1 . ¢ : '\&i},“ " ' | . - o .
. Statements of comﬁeténc'ieg can be gi:aded at either the secdndaty or post-secondary level. o
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Vs, Linds Anderson

B Butehinson AV.T.1,
- Butchingon, MV 55350

~ Mr, Mo Loken

Devélopers !

Hennepiniechnical Cemter North

~9000 North TTta Avenue

Brooklyn Center, i §5kk5

|  Miss Shirley Buckholz

A(\
ERIC

Aruitoxt provided by Eic:

| Minnetonka High School

1830 Highvey 7
Minnetonka, W 5533

Ms. Marle‘ Paulcovitz

96 AV,

3300 Century Avenue

White Bear Lake, Mi'. 55110

Mr, Dave Teske

" fubehinson AV.L.I.
Hutehinson, MY 55350

/

Hunan Relations and Persinal Develoment

Ms, Linda Jeffries
Moorhead A,V,T.I, .

810 Fourth Avenue South

Moorhead, M§ 56560

Ms, Mary Ruprécht

Word Processing Mana_ggment ~
Cunsuitant 'S

140 Vest Myrtle Street

Duluth, MY 55861

Mg, Cheryl Boche |
South Wa.shington. Co, ‘Schools”

Park Bigh

Cottege Grove, MY 55075_

M, Frenk Starke

Memm‘ia AiVnToIo
Nexandria, ¥i Siioa

Mg, Ann E1linson
Hoorhead A,V,T.1,

810 Fourth Avenue South . .

‘Moorhead, MY 56560

.. Ms, Willa Campbell’

St Cloud AV.LLI,

- 8, Cloud, MN 56301

{

¥s, Katheryn Sinonson
Erainerd AVILL.
00 Quince Street .

© Brainerd, Mf 56401

|
Mr, Dennds Lyngen

- Nlexsndria 4V, 0.1, -
* Mlexandria, MY 56308
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